


In this example, you will delete documents, folders, and categories.



You will be prompted to confirm the action.



The document has been deleted from InfoView.

Click the Samples object.



Caution:When you delete a folder, you also delete the contents of the folder. If you want to delete a folder,

but not the contents within it, move the contents to another folder first.



Click Show Categories

Deleting categories is similar to deleting folders.

Click the + button before the Corporate Categories tree item.

Click the HR Reports object.



Note: When you delete a category you will not delete the documents assigned to that category. The category

will no longer exist, but the documents assigned to the category will still exist in the folder they reside in.

This is because documents reside in folders and are only associated with categories as an additional method

of classification.

However, you can delete a document from InfoView while in the Category view, if you select the document

in the Workspace Panel and click the X button from the Workspace toolbar.


